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Agency 
Town of Preston 

Division/Unit 
Finance 

Item 
No. 

Description Retention 

1 . Finance Records 

This series includes all Town accounting forms and other 
accounting media which provide supporting data for all 
accounting records. These records include: 

A. General Correspondence 
Original incoming letters, copies of outgoing letters, 
memoranda, studies, reports, directives, policies and 
other materials related to financial administration. 

B. Special Accounting Records 
General Ledgers 
Audit Reports 

C. Payroll Accounting Records 
Payroll Registers 
Time Sheets/Cards 
Employee Taxes and W-2's 

Retain for three (3) years and 
until all audit requirements have 
been fulfilled, then destroy, with 
the following exception: Retain 
permanendy any material that 
serves to document the origin, 
development, and 
accomplishments of the office. 
Transfer every three (3) years to 
the Maryland State Archives. 

Permanent. Transfer every three 
(3) years to the Maryland State 
Archives. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date I 

Signature 

Typed Name /rf ld/xO 

Title TAUIZD l\a^.a^e< 

Schedule Authorized by State Archivist 

Date ^ Ul<\/t6[ Z . 

Signature fy<e~ ^ r ^ ^ r ^ . ^ 

D G S 550-1 
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Agency Division/Unit 
Town of Preston Finance 

Item Description 
No. 

Retention 

Correspondence from State/County 
Worksheets 
Budget Projections 
Budget Revisions 
Budget Hearing Materials/Advertisements 

Miscellaneous Accounting Records 
Cash Receipts 
Permit Receipts 
Paid Bonds and General Obligation Notes 
Paid Bills and Invoices 
Bank/Check Registers 
Cancelled Checks 
Monthly Financial Reports 
Bank/Checkbook Reconciliations 
Voided Checks 
State Revenue Receipts 
County Revenue Receipts 
Miscellaneous Receipts 
Computer Generated Accounting Program Reports 

Purchase Records 
Contracts Awarded 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE / OF 

1. Department/Agency 2. Division 3. Unit 

p u ™ e T s ° N ' R E C 0 R D S E R I E S : A g r o u p o f r e l a l e d r e c o r d s n o r m a l l v , i l e d a n d u s e < * as a unit for reference as well as retention and disposition " 

4. Record Series Title <£-£/y/£#/9U £ ORf\£S forf 5. Earliest Year/Latest Year 

6. Record Series Descnption (Bnefly describe the types of information/documents/forms found in the series. Include the purpose or function of the . 

7. Record Series Fotmat(s) tfel all 

{^Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~l Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

H^hronological 

Q Geographical 

f~l Other (specify) 

9. Volume 

Number. 

Q Rle Drawer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
n Other IsoeciM 

7. Record Series Fotmat(s) tfel all 

{^Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~l Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

H^hronological 

Q Geographical 

f~l Other (specify) 
10. Annual Accumulation 

Number 

CS^e Drawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
n Other (SDeciM 

11. File is Used, 

CJfOaily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) J3^ear(s) 

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 
• Yes gfc. 

15. Access RestrictionsJJtVes, cite Law(s) & Regulation(s) 
• Yes SFfio 

16. Audit Requirements 

B'ftone • State • Federal • Independent 

17. Is an Index Systemused? If yes, explain briefly and describe requirements 
• Yes Qfjo 18. Recommended Retention 

19. Narfle and Title of Preparer 

l o o n H a ^ ^ ^ * 
GS 550-1 (Rev. 1/93) 

20. Telephone Number 21. Date 



j 

Instructions -Type or Print a senaratfi fnrm fnr 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

j 

Instructions -Type or Print a senaratfi fnrm fnr 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE c2- OF 

1. Department/Agency 

T o too Preatao 
2. Division 3. Unit 

n/a_ 

p u ™ ^ ™ K t ° O K D S E R ' E S : A 9 r 0 U p ° f r e l a t e d r e C o r d s n o r m a l | y t i l e d a n d u s e d a s a ™* ̂  re ference as well as retention and disposition 

4. Record Series Title 
5. Earliest Year/Latest Year 

JLH&LtosteUL 

6. Record Senes Description (Bnefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

7. Record Series Fomiat(s) Usl all 

H'Cetier Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

5J£h"ronologlcal 

• Geographical 

• Other (specify) 

9. Volume 

Number 

• File Drawees) 

• Microfilm Reel(s) 
• Computer Tape(s) 
("I Other (sDedfy) 

7. Record Series Fomiat(s) Usl all 

H'Cetier Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

f~l Numerical 

5J£h"ronologlcal 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 
Number 

H^Tle Drawer's) 
• Microfilm Reel(s) 
• Computer Tape(s) 
f~l Other (specify) 

11. Re is Used 

• Daily Q Weekly • Monthly 0'Annually 

12 tillBecom8s lnaclive ABer 

Number • Month(s) B-rearfs) 

13. Current Locations) (Bldg., Floor, Room) 

" L',\arcur^> 6>«%,'4* b u 4 l < W ^ 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes LILWtf" 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes SĴ S* 

16. Audit Requirements 

• None • State • Federal Q f̂iSependent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes fflflf 18. Recommended Retention 

pj2_rrvu£n 

19. Name and Title of Preparer 

GS 55<W (Rev. 1/93) /V 

20. Telephone Number 21. Date 



1 

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 3 OF 

1. Department/Agency 

Tc>u/rv o F fVet»4<3n 

2. Division 3. Unit 

rt/<2_ 

I?™'! ! 0 ' * R E C 0 R D S E R I E S : A group of related records normally tiled and used as a unit for reference as well as retention and disposition 

4. Record Series Title 5. Earliest Year/Latest Year 

6. Record Senes Descnption (Bnefly describe the types of information/documents/forms found in the series. Include the purpose or function of the . 
series.) 4 i m < L z>\-\e&h>t pay , f>4-vj r < ai\ re^is-t-tr^ Ui-Xs 

7. Record Series Formal(s) List all 

Blotter Size • Microfilm 

• legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

PI Other (sDecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Q'tfhronological 

• Geographical 

["] Other (snedfvl 

9. Volume 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

n Other (specify) 

7. Record Series Formal(s) List all 

Blotter Size • Microfilm 

• legal Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

PI Other (sDecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Q'tfhronological 

• Geographical 

["] Other (snedfvl 
10. Annual Accumulation 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

U>Other (specify)_fc>Qok-4^ 

11. File is Used 

• Daily Q^eekly • Monthly • Annually 

" Becomes Inactive After 
i _ 

Number • Month(s) f^Yearfs) 

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
• Yes [JrtS 

15. Access Restrictions (If Yes, die law(s) & Regulation(s) 
• Yes Q/rfo 

16. Audit Requirements 

• None • State • Federal Q/tfidependent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes 0*6 18. Recommended Retention 

Hon - pejr fY\oo e n 4 

19. Name and Title of Preparer 

~TOLCX\ Monomer' 
DGS 550-1 (Reu 1/931 

20. Telephone Number 

M/Z>-ic73-
21. Date 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE OF JO 

1. Department/Agency 2. Division 3. Unit 

purpS° N ' R E ° O R D S E R ' E S : A 9 r ° U P ° f re,ated r e C ° r d S n o r m a l l y filed a n d u s e d a s a u n i t f o r r e f e r e n c e a s w e " as re'en«on and disposition 
4. Record Series Title 5. Earliest Year/Latest Year 

6. Record Series Description (Briefly describe the types of information/documents/forms 

rtZfiW-Hftr&offrjj /yt»rejzri6£-Me,/rT5 

7. Record SenesForma((s) Ustatl 1 8 . Record Series Sequence 

found jn the series. Include the purpose or function of the 

9. Volume 

(EJ^etterSize • Microfilm 

I I Legal Size Q Computer Tape 

l~l Audio Tape • Roppy Disk 

• Bound Book Q Video Tape 

• Other (specify) 

• Alphabetical 

r~1 Numerical 

H^hronological 

• Geographical 

• Other (specify) 

Number 

• File Drawer's) 
• Microfilm Reel(s) 
• Computer Tape's) 
• Other (specify) 

10. Annual Accumulation 

:ile Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• other (specify) 

I 
H.RIelsUsed 

• Daily • Weekly • Monthly Q^miually 

1 
12^jle Becomes Inactive After 

Number • Month(s) 0^ear(s) 

13. Current locoUon(s) (Bldg., Floor, Room) 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes 0l3<r 

16. Audit Requirements 

0"f5one • Stale • Federal • Independent 

16. Audit Requirements 

0"f5one • Stale • Federal • Independent 

17. Is an Index Systemused? If yes, explain briefly and describe requirements 
• Yes 0No 18. Recommended Retention 

20. Telephone Number 21. Date 

GS 550-4 (Rev. 1/93) 



Instructions -Type or Print a seDarate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a seDarate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE ^ OF 

1. Department/Agency 

"Town Pres-jtfn 
2. Division 

"Finance 

3. Unit 

™ « e U N : K t C U K D S E R I E S : A 9roup of related records normally filed and used as a unit for re ference as well as retention and disposition 

4. Record Series Title ly-i • ,i . n , 5. Earliest Year/Latest Year 

i9ax to<*o/A 

6. Record Series Descr.pt.on (Bnefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

7. Record Series Format(s) List all 

P<d>tterSize • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (sDedfv) 

8. Record Series Sequence 

B^lphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

Number 

• Hie Drawor(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (spedfy) 

7. Record Series Format(s) List all 

P<d>tterSize • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (sDedfv) 

8. Record Series Sequence 

B^lphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

Number 

Q'file Drawer(s) 
• Microfilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. RleisUsed 

• Daily • Weekly B^onthly • Annually 

12. File Becomes Inactive After 

3 
Number • Month(s) Quarts) 

13. Current Location(s) (Bldg., Floor, Room) 

" J U W V Co^'U bi«U«x^ 
14.1s Record Series Duplicated Elsewhere? (If yes, spedfy agency or office.) 

• Yes B ^ o 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
• Yes QXo 16. Audit Requirements 

• None • State • Federal Qlndependent 

17. Is an Index System used? If yes, explain briefly and describe requirements 
• Yes Qrfo 

• 

18. Recommended Retention 

19. Name and Title of Preparer 

GS 550-1 (Rev. 1/93) 

20. Telephone Number 21. Date 

http://Descr.pt.on


Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE OF ^-*» 

1. Department/Agency 2. Division 3. Unit 

? , ^ 2 ] 0 N " R E C 0 R D S E R I E S : A group of related records normally filed and used as a unit for reference as well as retention and disposition 

4. Record Series Title 5. Earliest Year/Latest Year 

/ f $ r , o > 4 / v -

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the . 
series.) H+r&£t$ SnJcl YZJzd 

7. Record Series Formal(s) ttsl all 

0'tetterSize • Microfilm 

f t Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

I I Numerical 

H'chronological 

• Geographical 

l~l Other (specify) 

9. Volume 

Number. 

• R e Dra'wer(s) 

• Microfilm Reel(s) 
• Computer Tape(s) 
PI Other (SDecifv) 

7. Record Series Formal(s) ttsl all 

0'tetterSize • Microfilm 

f t Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Other (soecifv) 

8. Record Series Sequence 

• Alphabetical 

I I Numerical 

H'chronological 

• Geographical 

l~l Other (specify) 
10. tanual Accumulalion 

Number 

B^iieDrawerfs) 

• Microfilm Reel(s) 
• Computer Tape(s) 
l~l Other (SDecifv) 

11. R e is Used 

• Dally • Weekly • Monthly 0*Annually 

12. File Becomes Inactive After 

^ ~ ^ 
Number •Month(s) Q ^ e a r ( s ) 

i 13. Current Localion(s) (Bldg., Floor. Room) 
14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 0*No 

15. Access RestrictionsJIf Yes, cite Law(s) & Regulation(s) 
• Yes , 0 N o 

16. Audit Requirements 

BfSone • state • Federal • Independent 

17. Is an Index Systernysed? If yes, explain briefly and describe requirements 
• Yes 0 tJo 18. Recommended Retention 

19. Name and Title of Preparer 

X3S 550-4 (Rev. 1/93) 0 

20. Telephone Number 21. Date 

J* 


